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Commission

™QUEST FOR RECORDS RETENTION #“EDULE
To ubmitted to the Records Managemén’ Uvision
Hall of Records Commission
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1. Requesting Agency

STATE ROADS COMMISSION RIGHT OF WAY DIVISION

2. Division or Bureau of Requesting Agency

v iR

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No

additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-

cords for which there is a continuing
accumulation. The records will cease to
have volue to warrant their retention after
the period of time indicated.

(]

Microfilm  and  destroy originals,

Originals if not microfilmed would be

retained for the period of time Indicated.
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5. Description of Records

6. Recommendati

| 4 Describe records accurately. Include title, form number, size of documents, * of Hall of Records
th work or activity to which the records relate, inclusive dates, and quantity . | and Board of Public
e (cubic or linear feet) . Show recommended retention period. ‘Works. NN
' g HaQld]
1, | MISCELLANEOUS FILE Py o

Quantity: S drawers (7' cubic feet)

Datest 1950 ~ -

Plle Arrangement: subject according to code
Annual Accwmlation: 1 cubic feet
Disposable Amount: 3 cubic feet

This file consists ¢ material concerned with general inf tion
of interest to the Livision. Tt contains correspondenge, printed
reports, advertising literature, copies of laws and publications,
Only the correspondence 1s record material, the other material
being nom~record within the meaning of the statute governing non-
record material (Art. L1, Sec. 155, Annotated Code, 1951),

AUTHORI ZATIONS

Quantity: 3 cubic feet

Dates: 1929 - -

File Arrangement: echronological
Annwal Accumulation: 2 linear inches

The Right of Way Division receives the triplicate and quadrupli-
cate copies of the "Authorization for Expenditure of State Roads
Punds for Right of Way", and the "Authority to Contract for Expen=
diture of Funds" (Form 30), (The originals signed by the Chaire
man are retained permanently oh microfilm in the Accounting
Division [Schedule o, 109(). The triplicate copies are maine
tained in pest binders in the Division, The recommendation for
this item applies only to this copy (triplicate) of the

Recants G

1. A?Iy(vwision or Bureau Representative .
4 a, (}Mtéf 77(%9,:4(/ mm_mungmm
¢ itle

Date .

Signature -
Schedule Authorizgd as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col, 6 by Board of
‘ Records Com Public Works. ;
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L} Date Archivist Date == \
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5. Description of Records

4 6. Recommendation
i Describe records accurately. Include title, form number, size of documents, of Hall of Records
N° work or activity to which the records relate, inclusive dates, and quantity and Board of Public
- (cubic or linear feet). Show recommended retention period. Works.
Authorigation forms. The quadruplicate coples of the Authoriza-
tions are filed in the general files of the Division, They are
considered non~record within the meaning of the statute governing . el
non~record material, (Art. L1, Sec. 155, Annotated Code of 1951). P
RECOMMENDATION: RETAIN PERMANINTLY, AL’
P T
3. | macros i buadh Hatk
conda Cormmasnins
Bimes 24" x 36" g gnat ¥ Fn’“
Quantity: & map cabinets *~ 3
Dates: 1932 - -

be

S«

File Arrangement: numerical

Iinen tracings of all Right of Way maps are retained permanently
by the Division. 'They are constantly used for reproduction
purposes for use in bridge construction, discovering excess
property, road widening projects, etc. There are at present
approximately 12,000 tracings occupying 5 map cabinets.

RECOMMENDATION: RETAIN PERMANLNTLY.

STER PIATS
Quantity: 25 volumes (18 cubic feet)
Datess 1932 - -

FMle Arrengement: Route Number
Annual Agcumulations * eubic foot

Master Plats of the State Roads Commission holdings and contiguous

properties are prepared from the "Tracing" files. The plate
show more detailed information than do the tracinge

by including property lines and names of owners and the file number.
RECOMMENDATION: RETAIN PERMANENTLY,

CONSTRUCTION FLANS

Quantity: 6 map cabinets (5L cubic feet)

Dates: 1949 AP I
File Arrangement: County and Contract Number BOAKD G }
Annual Ageumulations 10 cubic feet ate.. MY 17 18
Disposable Amount: 1l cubic feet i bl L

plans from the ingineering Divisions, After completion of the
project the Division has a continuing need for them for an addi-
tional three or four years, tut none thereafter. Record gopies of

the plans are retained by the Engineering Division, under whose
direction the project was constructed.

The Right of Way Division receives copies of the oonntn@.l%’}.ﬁ
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5. Description of Records

6. Recommendation

l“t'om Describe records accurately. Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relate, inclusive dates, and quantity and Board of Public
¢ {cubic or linear feet). Show recommended retention period. Works.
M S——
RECOMMENDATION: RETAIN FOR FOUR YEARS AFTER COMPLETLON OF THE ik e
PROJECT AND THEN DESTROY. , v
64 |SUB=DIVISION PLATS Gy praad Hal@ Q
(Recardls Qomaritsn

7.

Quantity: 28 postebinders (¢ "

Dates: 1898 = =

File Arrangement: Houte Number

Annual Accumulation: 3 to L linear inches

The plate in this file are for subedivisions in Prince George's
and Montgomery counties only. They are received from the Washing=
ton Suburban Sanitary Commission and the Maryland National Capital
Park Planning Commission, and are used for establishing street
lines, lot lines, ete. 3

RECOMMENDATION: HETAIN PLRMANENTLY,

PROPERTY MOSAICS

Quantity: 1Lk cuble feet

Dutes: 1947 = =

File Arrangement: County

Annual Accumulations 60 cubic feet

These "Mosajcs" are large maps on a small scale showing the loca~
tion of right of way through several affected properties, For '
filing purposes the "Mosaics" are rolled, and tagged.

RECOMMENDATIONs: KATAIN FOR TLN YhARS AFTER COMPLATION OF THE
PROJECT AND TuiN DRSTROY.

RECORD OF CONVEYANCbS

Quantitys B8 pest~binders.(2 cubic feet)

Dates: 1508 = 1935

File Arrangement: by County and alppabetically therein
Annual Accumulation: 1 to 2 linear inches

During 193k and 1935, the Commission prepared a list of all
conveyances of property made to the State Roads Commission,
whether in name of the Commission, one of the Comnissioners or
the State since 1908, No additions have been made to the file
since 1935, :

RECOMMENDATIONs RETAIN PERMANLUTLY. \ P PPRO

85
.\':‘;,:5

»
b |
1

>

BOAKD ¢ PU




Q{ﬂﬂ' FOR RECORDS RETENTION sm?\su
(Continuation Sheet)

's‘%;.cmuu ] 6 8

il

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

10,

1.

ROUTE FOLDERS

Quantitys 1 drawer (1% cubic feet)
Datess 1908 - -
File Arrangement: Route MNumber

These folders contain any pertinent information regarding the
route vhich would not normally be filed in other regular files
concerned with the route in this Division or any other division
of the Commission. Such things as legislation, historical
information, any data regarding the route prior to the establish-
ment of the State Roads Commission, and any other wmsual informes~
tion which might have some bearing on the route or its right of
way, The file is used for the preparation of right of way plats
and charts and for varying other purposes., It is estimated that
5 drawers will be required for houeing this file by the end of
the 12 Year Roads Program.

RECOMMENDATIONs RETAIN PERMANLNTLY.
CONDEMNATION REPORT

Siger Ghv x 110

Quantity: 3 loose leaf binders ( eubic foot)
Dates: 1949 -~ =

File Arrangement: Contract Number

Anmual Agoummlations 1 linear ingh

This form 18 a record of the important steps and dates thereof
taken during the condemmation proceedings necessary to asquire
land for right of way purposes. The file is used during the

tion cases as against regular purchases. It 1s also used as a
finding guide to various condemnation case files,

RECOMMENDATION: RETAIN PERMANENTLY,
WEEKLY PROGRESS REPORT

Siges Oh" x 1y»
Quantitys 6 cubie feet (includes 4 cubic feet in storage)
Dutes: 1941 ~ = >
File Arrangement: Geographically and by contract ﬁ
Annual Acoumulation: 1 cubic foot BOARD
Disposable Amount: kL cubic feet

L\

Dateree-
This form is prepared weekly in triplicate by the Squad leader

project for which rights of way are being dequired. The report
shows by property file number what progress has been made during
the week and also the status of acquisition for the project as a
whole,

preparation of the annual report and for cost analysis of condemna= |

ARSD |

AR

the Right of Way Fleld Team. A report is prepared for 3 A
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet) . Show recommended retention period.

6. Recommendation.
of Hall of Records
and Board of Publiec
Works.

12, BI-WEEKLY TIME REPORT
VATYY TIMD REPORT

wywpcriod.

RECOMMENDATION: RETAIN FOR THREE YEARS AND THEN DESTROX,

™YLLY TIVE SHEET
YNDYVIDOALYS DATLY TIME SHERT (ANNUAL)

These forms are used for the cost-distribution of wages and
salaries to the various budget accounts.

Bi-¥ee Time Report (5" x 8", Form 558). This form is prepared
by the nt and the carbon copy (a card form) is forwarded
to the Accounting Department, Payroll Section, for processing.
The forn shows the account to be charged, the hours, and des~
eription of the charpe. This information is obtained from the
other three forms included in this item, The copy retained by
the Right of Way Mvision is filed alphabetically and occuples
one cubic foot for the period July 1953 to date. The recommenda~
tion for this item anplies only to this copy of the Bi-Weekly Time
chort.

Daily Time Report (6" x 14" un-tumbered) = This form is used by
ﬂ’gﬁ?‘ﬁﬁd personnel, Tt accounts for all official
time claimed by the employee; points visited or place where
work was performed, time spent, file number of property, type of
work performed, remarks, contract numbers to be charged, etec.
This information is necessary for the preparation of the Bi-
feekly Time Report. The report is non-record within the meaning
of the law governing non=record material (Art. L1, Seec. 155,
Annotated Code of 1951)., Tt occuples 6 cubic feet for the
years 1952 to date. o

Daily Time Sheet (8" x 1h*, Form 548) = This form shows daily
by name the hours worked, the account or contract to be gharged
and any remarks. Tt is used by office personnel and is necessary
for the preparation of the Bi-Weekly Time Report. This form is
considered non~record material. (Art. 1, Sec. 155, Annotated
Code of 1951),

Individual's Daily Time Sheet (8*" x 11") = This is a colummar
form arranged Lo show the hours worked during each day of the bie
Space for one year's entries is provided.

One sheet 18 required for each employee. This 1s a recapitulation
of the Daily Time Sheet and is used for reference
It 48 non=record within the meaning of the law,
Annotated Code of 1951).

purposes only,
(M. u' 3“0 15‘: i 3
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RBCOMMENDATIONs RETATN THE BI-WIEKLY TIME REPORTS FOR SRARN YRAR
AND THEN DESTROY. BOARD F PURB

Dute . MAY 27271954
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet) . Show recommended retention period.

and Board of Public

6. Recommendation
of Hall of Records

Works,

13,

15,

LEAVE CARD

Form No,1 SHEC-128

Sises 5" x 8

Datess January, 1953 - -

M™Mle Arrangement: Alphabetical
Annual Agcumulation: 1 linear foot

Thie 18 a state~wide form used since January, 1953, Tt shows
month and date, the number of days and type of leuve taken by the
individual during the year and leave unused and carried forward,
RECOMMENDATION: RETAIN FOR THREE YLEARS AND THiN DESTHOY

INVENTORY OF EXTRA PROPERTY

Slger O* x 11

Quantity: 1 cubie foot

Datess 1952 = -

FMile Arrangement: Geographlcal
Annual Accuwmulation: # cubic foot

Property in excesa of Right of Way needs is inventoried and sold
by the Commiasion. The inventory of Extra Property shows the
date the property was acquired, location in Secretary's file,
from vhom acquired, file numbers of property in Right of Way
Divieion, loeation of preoperty, approximate netes and bounds of
property, plat number, area, frontage, depth, shape, improvements,
and general vemarks, One copy of this inventory iz filed wi th
the Comaission Secretary, another with the Tistrict "ngineer,

who reports on the advisability of so1lling the land,and a third
copy remains in the Right of Way Division. The recommendation

below applies only to the copy rgtained by the Right of Way
Division.

RECOMMENDATION: RETAIN FOR FIVL YEARS AFTER SALE OF PROPERTY AND
 THEN DESTROY,

EXHIBITS FOR CONDEMNATION CASES

Quantity: 4included with Item 7 LT
Dates: 1947 = = A1

WED BY

File Arrangement: County and case number therein MU AKDL ()
Disposable Amount: 3 cubic feet (estimate) Oate.. . MAY 174
The records in this file are copies of documente used in testimony
in condemnation cases., These includd coples ‘of maps, plats,
cross~sections, drainage areas, etc. After the case has been
heard and a final decision made, there is very little reference
to this material,

'nm.;( WORKS
|
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5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

17,

RECOMMENDATION: RETAIN FPOR FIVi YEARS AFTER COMPLETION OF CASE
AND THEN DESTROY.

CALCULATION FILE

Quantity: 56 drawers (112 cubic feet), includes Item 17
Dates: 1929 - -

Mle Arrangement: County and Contract Mumber

Anmal Accumulation: 8 cubic feet

Disposable Amount: 65 cubic feet (estimate)

Records of this item includes

Deseription of Property
Plats

Blueprints

Correspondence
These records arc¢ nccessary to the Commission for purchasing
property along the highway right of way. The data from which
the plats and descriptions are prepared is retained permanently.
(See Item 17).
RECOMMENDATION: RETAIN POR SUVEN YEARS AND THEN DESTROY

SURVEY BOOK ~ CALCULATION SHEET

Quantity: included in Item 16

Dates: 1929 - -

Siges v x B o Survey Report

" x 15" « Computation Sheet

File Arrangement: included in Item 16

Anmial Accumulation: 4included in Item 16
These two documents are basic to all land acquisitions of the
State Roads Commission, The Survey Book contains the surveyor's
notes made in the field, The Calculation Sheet contains the
computations made from the book., These tations are necessary
for the establishment of property lines ‘tu two iltems arve
used in preparation of all Commission R =Vfiay tracings and
plats, for condemmation procesdings, sale of excess land as well
as several other purposes,

RECOMMENDATION: RLETAIN PERMANENTLY, AL ON i 1D L‘_Y ‘
HBUAKD Ok PUBLIC. WORES .
MAY 1 7 1955 "

Date ..+« -




